
TOWN OF SURFSIDE

Financial Reporting and Accounting Manager

DEPARTMENT: FINANCE EXEMPT

GENERAL DESCRIPTION:

Responsible specialized accounting and finance work maintaining the general ledger and other accounting
functions including reviewing journal entries, bank reconciliations, reporting, and accounts payable. Work
is performed under supervision of the Finance Director.

ESSENTIAL JOB FUNCTIONS:

1. Maintains General Ledger including review and posting of Journal Entries.
2. Primary supervision over all bank reconciliations.
3. Oversees preparation of all accounting workpapers.
4. Oversee preparation of the Comprehensive Annual Financial Report (CAFR).
5. Reviews and recommends issuance of purchase orders including ensuring compliance with Town

Code and policies.
6. Assist and acts as liaison to external auditor in performing audit functions.
7. Manages external reporting including fiscal year end and ensuring website is up to date.
8. Reviews and approves invoices for payments including budgetary and procurement compliance.
9. Serves as backup manager for payroll processing.
10. Assist with Risk Management (FMIT) related matters.
11. Assist with periodic audits of capital assets, non-capitalized tangible capital-type items, etc.
12. Assist with Third Party Administrator functions for pension.
13. Assist with preparation of Finance Manual.
14. Performs other duties as assigned.

(These essential job functions are not to be construed as a complete statement of all duties performed. Employees will be required to
perform other job-related marginal duties as required.)

MINIMUM QUALIFICATIONS:

KNOWLEDGE. ABILITIES AND SKILLS:

• Knowledge of auditing techniques and procedures.
• Knowledge of General Accepted Accounting Principles (GAAP).
• Knowledge of Governmental Accounting Standards Board (GASB) and ability to interpret and

implement.
• Considerable knowledge of the principals and practice of governmental accounting / budgeting

management and analysis. Familiarity with Florida Chart of Accounts Preferred.
• Ability to effectively use computer equipment to retrieve, change, insert, delete, update applicable

information.

• Executive level interpersonal, leadership, planning, management and communications skills; ability
to communicate professionally verbally, in writing, and in presentations with a customer service
friendly approach.

• Ability to interpret rules, regulations, contracts, law and policies for effective decision-making.




